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Introduction 

Putting Your Plan into Tracker 

Your Plan Leadership Team will likely write your plan offline initially. For entering Plan information 
into Tracker, it is recommended that you have an electronic copy of your Plan (such as a Word 
document) rather than a paper version.  This will make it easier for you to copy and paste detailed 
information from your Plan into Tracker.  

Note: LEA and school plans in Tracker are nearly identical in their functionality and management 
and are described here generically as "plans."  Certain features, such as plan tags and funding 
sources are inherited by school plans from the LEA plan.  These functions are described below. 

 

Plan Organization 

Tracker uses a tiered structure for plans: goals, strategies, action steps, and tasks.  You may also 
create a budget for your plan, and track expenses as you implement the action steps 

 

Goal A specific, measurable target for students to achieve. States Who will do 
What by When and How you will know it. (You may write them in SMART 
format: Specific and Strategic, Measurable, Achievable/Attainable, Results-
oriented, and Time-bound.) LEAs may have some goals pre-assigned by the 
State, and may also add their own, local goals. Schools may select goals from 
the LEA plan, and re-write them to reflect the school’s achievement target, 
and create their own goals. 

Title: Maximum 50 Characters    Description: Maximum 1000 Characters 

Strategy A general description of a process an LEA or school will take to reach the 
student achievement goal. Each goal may have several strategies. What will 
the district/school do to ensure that the goal is reached? 

Title: Maximum 50 Characters    Description: Maximum 500 Characters 

Action Step A specific action or activity that will lead to the implementation of the 
strategy and achievement of the goal. The action step includes a Title, 
Description, Begin and End Dates plus comments on timelines, persons 
responsible, costs and budget sources, and an indication if the step is related 
to professional development (PD). Progress is tracked by updating status, 
attaching evidence, and adding comments as the step is implemented.  Action 
steps may also be "tagged" for filtered views of the plan, e.g. all steps 
affecting Special Education students. Each strategy may have several action 
steps. 

Title: Maximum 50 Characters    Description: Maximum 1000 Characters 

 



WestEd Tracker: Plan Administrator Guide version 3.0        4 

 

Task A specific action/activity that leads to the completion of an action step. Tasks 
have specific due dates, persons responsible and current status. Each action 
step may have multiple tasks.  

Title: Maximum 50 Characters    Description: Maximum 255 Characters 

 

Preparing for Plan Entry 

Plan Administrators must set up certain functional areas in preparation for plan use. This setup 
should be done before your team starts entering or significantly modifying the plan, so that all 
features are available.  

 

Users 
LEA and school users who are associated with your LEA have access to your LEA and school plans.  
Users assigned to the LEA or school may update most areas of the plan: 

Add or edit strategies, action steps, tasks, budget items and status updates 
View and upload documents 
View and add comments on plan elements 

These users may also be assigned as a person responsible for an action step or task.  

Note: In order to support users who provide services in multiple districts or schools, LEA or school 
level users in Tracker may be assigned to more than one organization.  As a district or school 
administrator, you may only add or change user information specific to your organization; you may 
not modify information from other organizations, or retire a user who is actively assigned to other 
organizations. 

 

Add Users 

To add a new user, click the Setup & Maintenance link at the top of any page. Only LEA and School 
Administrators will see this link. 

From the Setup & Maintenance menu, select User Management.  You will see a list of all users 
currently assigned to your organization, and can search for users if needed.  

 

 

Click Add New User to create and send an invitation to a new user. 
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To add a user, complete the requested information. Select the Level (LEA or School) and the 
appropriate organization from the dropdown lists. The Level assigned to the user determines their 
access. Check the Admin box if the new user should have administrator privileges.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Create Account to send an email invitation, with a link to Tracker, to the new user.  
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User Access Levels 

 LEA User: LEA Users can create plan strategies, action steps, and tasks, and upload 
documents to the File Cabinet. LEA Users can also see, comment on, and attach files to 
school plans in the LEA. 

 LEA Administrator (Must be added by the SEA): In addition to performing all the functions 
of an LEA User, LEA Administrators have the ability to create new users in their district (LEA 
and school level), create LEA tags, manage goals and add or edit funding sources for the 
plan. They also have the ability to edit school plans in the LEA. 

 School User: Where school plans are available, school users may perform all of the plan 
functions that LEA Users may perform. For LEA plans, school users may upload documents 
and post comments. They may see other schools’ plans, but may not edit them. 

 School Administrator (May be added by LEA Admin or SEA): In addition to performing all 
the functions of a School User, School Administrators have the ability to create new users 
for their school. They can manage goals and add or edit funding sources for their school 
plan.  

 Read-Only: A user at any level may be designated as Read-Only. These users may view all 
information described here, but cannot modify any information within the system. Read-
only users are not available for any plan assignments and may not receive posted 
comments. Please contact your State Administrator to request this option for a user. 

User Management 

User Management tools allow you to add or change user assignments or roles, and retire or 
disassociate users who no longer belong to your LEA or school. Click on the user name from the list 
of users to see details of their user account. 
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To assign the user to additional organizations, use the Organization Assignments tab and click Add 
Organization. Select the appropriate organizations for assignment and the user level for each, and 
click the Associate Selected Organizations button.   

 

If a person is associated with more than one organization, you may select a primary organization 
for the user, if you are an administrator for each of that user’s assigned organizations. The primary 
organization name will appear with their user name in comments and user lists. Click the Edit link 
on the user’s profile to select the primary organization. To remove access to organizations from a 
user, click the Remove link on their organization assignments list. 

To change the user’s role between User and Admin, click the Edit All button above the 
Organization Assignments list, then use the radio buttons to select the role. NOTE: you will only be 
able to change the role for those organizations to which you have administrative access. 

 

 

Retire a User 

When a user has left your organization or changed roles, you may wish to retire them from active 
access to Tracker. Retiring a user removes all associated organizational assignments from the user 
account, including all monitoring and plan roles.  Retired users cannot log into Tracker, will not 
receive e-mail communication, and cannot be assigned to any monitoring or plan role.   

All activity tracked by the system will continue to be displayed for a retired user (such as recorded 
actions on an Action Step Status History or File Cabinet information about who uploaded a 
document) but the user’s previous monitoring and plan roles will not be displayed anywhere in the 
system, including the user profile or the monitoring or plan assignment and display pages.   
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To retire a user, view the user’s profile and click the Edit link next to their name.  Click the Retire 
button on the Edit page. View the warning and confirm.  Removing all organization assignments 
from a user will also mark them as retired. 

 

 

View Retired Users 

To view retired or unassigned users, use the Show Retired filter on the User Management list, in 
the Advanced Filters view. 
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Reinstate a User 

Adding an organization association to a retired user record will reactivate the user. This will not 
reinstate any previous monitoring or plan roles. 

 

LEA Tags 
In addition to the plan tags created by the SEA, the LEA administrator may create a local set of tags 
to support plan management and implementation needs.  LEA Tags are available in the LEA and 
school plans. 

To add LEA tags, click the Plan Tags link in the top navigation bar on the LEA Overview page: 

 

You will see a list of LEA Tags already created, as well as a list of all SEA tags as reference. You may 
edit or delete existing LEA tags, or add a new tag. The Relationships column tells you how many 
action steps are marked with that tag. 
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Click Add a New Tag to create additional LEA tags. The sort order is numeric, and values of 1-8 also 
determine the color of the tag.  Tags with sort values 8 or higher appear grey in color. The short 
name field may be up to 10 characters, no spaces, and appears in the tag icon throughout the 
plan.  The long name and description fields appear when hovering over the tag label anywhere in 
the plan. 

 

Click Insert to save your tag and add it to the LEA tag list. You may also edit any existing LEA tags 
by clicking the pencil icon, or delete a tag by clicking the trash can icon. You can assign any or all  
SEA and LEA tags to any action step.  However, only up to 8 of each type of tag will appear on the 
Plan Overview for an action step. Both sets of tags will show in the filters on the Plan Overview.  

 

Tag Sort order colors:  

1 = yellow 3 = light blue 5 = dark blue 7 = brown 

2 = purple 4 = orange 6 = green 8+ = grey 
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Goals 
The state may pre-assign goals and strategies to your plan. You may add a local description to each 
to fit your needs.  You may also create additional strategies under a state-assigned goal, but you 
cannot remove the assigned goals or strategies from the plan.   

Plan Administrators may add new goals to the LEA or school plan. All users can add and edit 
strategies, action steps and tasks. To add a goal, click the Manage Goals tab on the Plan Overview. 
If you are not an Administrator, you will not see this tab. 

 

The Manage Goals page shows the list of goals currently in your plan, and a list of state goal 
templates available for use in your plan.  Goal templates are created by the SEA and may contain 
pre-defined resources, evidence and strategies. You may edit the current goals, add a state goal 
template, or add a new goal.  You may also re-order goals to determine how they appear in your 
plan. 

The Origin column indicates at what level the goal was first entered into Tracker. If the state 
created goals that are auto-assigned to your plan, the origin will be SEA. If you edit a state-created 
goal template, you will be able to customize the description, but may not change the title of the 
template. If you add a new goal, the origin will appear as LEA for LEA plans and School for school 
plans.  
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The state may retire goals that were assigned to LEAs or schools in previous years. If so, the retired 
goals, with their associated strategies, action steps and tasks may be viewed by selecting the 
Retired filter on the Plan Overview. You may reactivate retired plan elements from this view. 

Click the goal name, and then click the Activate button on the Edit Goal page to add the goal back 
to your active plan. 

 

Budgets 
Budgets allow users to associate specific plan activities with funding streams.  The Plan 
Administrator must add funding sources and related allocations to the plan budget. These sources 
are then available for assignment to budget items throughout the LEA and school plans. 

From any plan page, click the Budget tab at the top to see the overall plan budget. LEA or school 
Plan Administrators will see the Add Funding Source link. 
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Federal or State funding sources are created by the SEA, and may be selected for use in LEA and 
school plans. LEA Administrators may also create local funding sources. On the Add Funding 
Source screen, select SEA or LEA to add a new source. SEA funding sources will allow you to select 
from a dropdown list of all available Federal and State sources. (NOTE: If you have already added a 
source to your budget, you may edit it on the budget overview page. It will no longer appear in the 
drop-down list.) An LEA funding source requires a title and short title, as well as funding amounts.  

School Plan Administrators will select from a single dropdown list of all funding sources added by 
the LEA. Funding sources must first be added to the LEA plan budget, and then may be added to 
the school plan budget. 

Funding Sources include optional Carryover and Indirect amounts that may be used to help clarify 
total allocations. The Available Allocation is the sum of the Total Funding plus Carryover minus 
Indirect.  This amount appears in the Total Allocation column in the plan budget.  You may click 
Calculate to verify the amount before saving the record.  These fields may be edited at any time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Funding sources are immediately available for assignment to budget items in both the LEA and 
School plans. 

 


